SCC Form a VA Limited Liability Company

STATE CORPORATION
COMMISSION

In the Clerk’s Information System

A limited liability company is an unincorporated association of one or more members (the owners) who share
in the profits and losses of the company’s business. This how-to guide will walk you through forming a
Virginia Limited Liability Company online in the new Clerk’s Information System (CIS)
https://cis.scc.virginia.gov/.

NOTE: Past SCC eFile account credentials will not work in CIS. If you do not already have an SCC CIS
account, you will need to create one before you get started by clicking the green Register button on the CIS
homepage.

g ONLINE SERVICES

o Log on to CIS at cis.scc.virginia.gov
Note: Chrome, IE or Microsoft Edge

are recommended Dashboard ‘ tity Search | Entity FAQs|
Business Entities
Click Online Services on the top left E— f Name Reservations/Registrati==ictitious Name

New Businesses 3
Existing Businesses

Registration Fee

Annual Report§ (Corporations)

Annual Continuation Reports (LLPs)
I am filing a formation for = & Virginia Entit

Under Business Entities, click New
Businesses

CREATING A BUSINESS

Make sure the Virginia Entity button is
selected. Select Limited Liability Company
from the dropdown and click Continue.

4

Business Entity Type ™ - Select --

Stock Corporation
Nonstock Corporation

General Partnership

Limited Liability Company ]
Limited Partnership

Review the business entity name
information

= =

ARTICLES OF INCORPORATION

If you have reserved a name,
click the radio button next to
Yes to update the page.
Otherwise, jump to step 10.
Note: reserving a name is not
required

Enter the Reservation ID and
Reservation PIN

Note: The ID and PIN can be found
in the “Application for Reservation of

A proposed business entity name must be distinguishable upon the records of the Commission from the names of all
active business entities, except general partnerships, and from names that have been designated, registered, or
reserved for use by other persons.

A result that a proposed name is distinguishable is not the equivalent of a determination that it is acceptable. For

le, an d name must include an appropriate entity designator (e.g., “LLC”), if required, and
may not include words and designations that imply the business entity will engage in a particular business activity,
unless it will actually conduct such business (e.g., “bank”), or words that are prohibited by law.

For more information, see Business Entity Names FAQs or contact the Clerk’s Office at (804) 371-9733 or toll-free
Virginia, 1-866-722-2551, or by email at SCCeFile@scc.virginia.gov.

0

s No

Do you have a name reserved

Reservation ID:*

Reservation PIN:*

then click Next on the bottom right

www.scc.virginia.gov/clk

Name Acceptance” letter located in B
the Correspondence dropdown on :
your dashboard _— ,
n 1D 1" 8 l.g
e Click Search
== ()
Review the Entity Name that appears.
If correct, click Update Name and —— e



https://cis.scc.virginia.gov/

Form a Virginia Limited Liability Company

@ If you have not reserved a name, you must check
that your proposed name is available and 50 y0u hove a name. © YelL o

acceptable. Click the radio button next to No reserved?

Entity Mame:® = Example 2 for this Guide

@ Enter an Entity Name and click Check Availability

. Check Availability
The Name is Available

Once the system indicates the name is available
and acceptable, click Next ﬂ

Next

@ Enter the Entity Email Address
and Contact Number

Entity Name: Example 2 for this Guide LLC Entity Type: Limited Liability Company

Choose an Industry Code from
the Business Type drop-down

Entity Email Address: (Contact Number:

Note: Most select “0 - General”

@ Under Duration, select if the
entity is intended to exist forever
(perpetual) or enter the date it * Perpetual (foreven) @

Period of Duration will end on this date:
will end

Industry Code: | conaral

Note: Most select “Perpetual”’

@ Click Next

Q Indicate if the Registered Agent (RA) Will | e sgertseaen iE
be an Individual or an Entity. If the RA g @ romssa e
will be an Entity, check the Entity radio [ e ﬁm -
button. | |~
© Erer the Entity Name or
Entity ID and click Search [] — s e
e —— T Active
e Click the radio button to the left of — e
. . N0 uuun I UsA Active
the desired entity name I . D Acie
Note: Clicking the green Entity ID will i 50 0 B I Y

open entity information in a different tab

Update Registered Agent Information
GI Type: | Entity

Entity Name=™ | Name

G Make sure all fields marked with an asterisk (*)
are filled in

Registered fgent Office Address

Address Line 1" | g ooy Address Line 2

i Country: United States v Zip Code™ | 44499
wn:* v state” | i

v
ocality - B Email Address
m Next G

www.scc.virginia.gov/clk 2




Form a new Virginia Stock Corporation

create a new individual RA.
To search for an existing RA:

Enter their Last Name and click Search

Under Search Results, click the radio
button next to the desired RA's name

Select the RA Capacity from the drop-
down menu

Review and confirm all fields marked
with an asterisk (*) are filled in

Click Next

To create a new Individual RA:

If the Registered Agent (RA) will be an Individual, check the
Individual radio button. You can search for an existing RA or

Registered Agent Search B

ILast Name:*
Suffix:

D]mllvldual Entity
Type:!

First Name:

Middle Name:

I ] S 3 Crossroad: VIRGIMIA CITY, VA, 23968, USA @yahy m
age 1 01 1, recor
Update Registered Agent Information
ype: | Individ
First Name:* | J Middle Mame:
ast Name:™ | S Suffix:
Registered Agent Office Addrs
iress Line oads ddress i
Count Zip Code™ | 5305q
Town= | §
Locality any Email Address:
Next

Create Registered Agent

Click Create Individual RA

In the pop up window, complete
fields marked with an asterisk (*)

Click Done

Review the Registered Agent

RA Capacity | -- Select —-
First Name:*

Last Name:*

Registered Agent Office Address

Addlress Line 1:*

Country* | United States
City/Town:*
Locality: * | __ Select --

v

Middle Name:
Suffix: | -- Select - v

Address Line 2:

Zip Code:*
State’* | irginia v

Email Address:

Information and the Registered

Cooe Lo

Agent Office Address

Click Next

Enter the Principal Office Address
information. Complete all fields marked
with an asterisk (*)

@ Click Next

Attention:

Address Line 1:*
United States

Country:™®

City/Town:™

Address Line 2:

Zip Code”

State:”

www.scc.virginia.gov/clk 3




Form a new Virginia Stock Corporation

@ Select the Management

StrUCtu re from the Manager/ Member Information
Manager/Member Information

Management Structure: ‘ -- Select Management Stn ¥ |
d rO p dOWﬂ -- Select Management Structure —-

Manager-Managed
Member-Managed Next

Click Next

@ OPTIONAL: Upload Articles of
Incorporation. If you do not upload
Articles, the system will create a

Th em will create a filing image based on the information you entered. Alternatively you may upload your own
C document. The upload will result in the document being reviewed by the Clerk's Office prior to filing.

®)
®

The uploaded document will act as the filing image.

filing image for you based on the g . _ - E
) i Attach Dacumen 4 @ > ThisPC > Documents > v & | se . o
|nf0rmat|0n you entered ) Note: Only PDF O;:hi;( ch,l.w ', = o.s may be uploaded if needed.
bjects Snagit
To upload articles, check the The m = e :;';z;?;;‘;;j;:;m
&) Documents Work Ssns
uploaded document will act as il & s
the filing image radio button @ =y e Next
| i Windows ( " Eample_ Knowledge Management Adviser resp.
4] sceS44
Click Attach and Select the file you 2 G/ S L
o DocMgmt! (\Ner, o >
want to upload e O e 3
23
Note: If you upload a document, your submission will not be approved in reak
time, but instead will be reviewed by the Clerk’s Office.
@ Click Next
@ Indicate if you are signing as an Individual
Or On b eh alf Of B u Si n es S Entity by The undersigned affirms that the information contained in this electronic submission is accurate and complete and that
the undersigned is legally authorized to sign the document. The undersigned acknowledges that it is unlawful to sign a
CheCkl ng the approprlate radlo button document that is false in al al respect with the intent that it be delivered to the Commission for filing.
Complete all fields with an asterisk (*) in s usi;e\;g;w
the Signature Information section —
CIle Ad d Entity Name:® Entity Type™ | - Select -- v
Signature T
Signature:™ Tite [ Signature:™ Title:™ | Incorperator
Printed Name Printed Hame
First Name:™ Middle Name: First Name:™ Middle MName:
Last Name:™ Suffix | - Select -- v Last Hame:™ Suffix: | -- Select - v
1025, L1025

@ Click OK in the pop up box

@ The signature information
will populate. Click Next

Printed Mama Sgnature Tt

seara Fuzgns Tarsey H.dziee Reapoestor

(] ]
9-»

www.scc.virginia.gov/clk




Form a new Virginia Stock Corporation

www.scc.virginia.gov/clk

Review each section of the
Articles of Incorporation and
make any edits, as necessary

Click Add To Shopping Cart

SHOPPING CART

Pursuant to statute, there Is no filing fee for an annual report

on the bottom right

¢ fiifg and a request for a refund is made timely

Click Checkout

ur filing information once the payment process is initiated. J

Document Type

Articles of Incorporation

Grand Total: $75.00

Entity Name Created Date/ Time Fee  Action

Example 2 for this Guide LLC

02/24/2020 10-07 AM

Add Another Filing

Click Go To Payment

In the Confirmation
pop up window, click
| Agree

Document Type Entity Name

Articles of Incorporation

Example 2 for this Guide LLC

O =

filing/submitting and confirm the information is accurate and complete. After a filing is

| acknowledge that | have reviewed all information entered for inclusion in the document(s) | am

completed, inaccurate information can only be corrected by making an additional filing, which
will require the payment of additional fees in most cases

If you do not receive a confirmation page, please use the Feedback button on the home page to

Note: You will be taken to a site administered by LexisNexis

to complete your payment

Enter your Billing Address and Payment
Information, completing All fields with an
asterisk (*). You must complete the Captcha
field.

Click Continue

Check the Acknowledgement radio button and
click Pay Now
Note: Do not close the browser window

You will be directed to a confirmation screen

Agency Amount $75.00

Previous P

let us know.
@
Agency Amount $75.00
LexisNexis Service Fee $.00
Total Amount §75.00
ADDRESS TYPE PAYMENT TYPE
ic (US and Military nal (including ® Credit Card Personal Check Business Check

(APOJFPO)  Canada,

Bill Ad L
Bill Ad L
Billing Cit
Billing Stat P

mail

Enter Capt
Confirm E
e Nur
Cancel

@

Submission Successful




